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Elements of a BI Report - Overview

1. BI Report Name

2. BI Report Toolbar

3. BI Navigation Block

4. BI Report Results
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The Elements of a BI Report section provides an overview to the BI Custom Reports structure and overall 

report functionality. 

Topics covered in this section 

include:
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BI Report Toolbar

The Toolbar provides additional report options.  Below is a summary of toolbar functionality:

2. BI Report Toolbar

Display as allows the user to determine how the report is 

displayed.

Displays information about the report. Such as selection criteria, 

when it was generated, and who the user was.

Send allows the user to send the report through the BEx Broadcaster.

Print Version allows the user to set the print parameters.

Export to Excel allows the user to export the report to Microsoft Excel.
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BI Navigation Block

The BI Navigation Block allows the user to modify the layout and results of the query.  The navigation 

block displays characteristics and structures of the query.  The user may change the navigation status and 

add/remove characteristics and key figures within a row or column.  The user may also filter according to 

a single value or remove filters using this tool.

Continued…

3. BI Navigation Block

Characteristics 

and Key Figures 

are added and 

removed report 

results with the 

Drag&Drop 

method.
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BI Report Results

Report results are displayed using rows and columns.  Usually report Characteristics are displayed in the  

rows of the report and Key Figures are displayed in the columns of the report.

In the sample below, the Characteristics displayed in the rows of the report include Organization Unit, 

Ethnic Origin and Gender.  The Key Figures displayed in the columns of the report include  Full Time 

Classified, # of Employees, etc.

4.  BI Report Results

Characteristics:  

Descriptive fields that provide context for the 

key figures in BI reports – these are typically 

rows.

Key Figures:  

Numeric fields that are the object of analysis in BI 

reports, such as number of employees, number of 

positions, annual salary, etc – these are typically columns


